
Budget and Gateway 
Overview and Training  
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Budget Process 

• Prepare budget 
• Advertise 
• Public hearings 
• County Council Review 
• Adoption 
• Submission to DLGF via Gateway 
• DLGF certifies budget, rate, levy, and issues a 

final budget order on or before February 15 
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What to Bring to Budget Workshops 

• Financial report or ledger totals for first six 
months expenditures broken down by fund. 

• List of encumbrances. 
• Cash balance as of June 30 for each fund. 
• Any investments. 
• Any Reduction Ordinances/Additional 

Appropriations done the first 6 months or 
planned for the second 6 months. 

• Completed and totaled Form 1s for each 
fund. 
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What to Bring to Budget Workshops 

• Completed Form 2s for each fund or Financial 
Report of revenues for estimating. 

• Amortization Schedules. 
• Confirmed public hearing and adoption dates 

along with times of each meeting. 
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Public Data Site & Logging In 
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https://gateway.ifionline.org 

Click to 
access login 

page 

https://gateway.ifionline.org/


Getting Started: Log-In 
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Login 

     If you need assistance logging in 
please select “Forgot your 
password” or email 
gateway@dlgf.in.gov.  

mailto:gateway@dlgf.in.gov


Select Application 
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Select 
Budgets 



Select Unit 
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Select your unit name 

Previous years available 
for your reference 



Unit Main Menu 
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Click to add funds, depts, 
debts, or revenues 

Form Status and Due Date 
Displayed 

View 
forms 

Upload Signed Form 4 and 
Proof of Publication 



Customize Unit 
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Customize Funds 

• Units should find funds from last year rolled 
into Gateway Funds List. 

• Review funds that have rolled over and 
add/delete as necessary. 
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Customize Funds 
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Customize Departments  
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• Not all units are departmentalized. 
• If applicable, departments rollover from the previous year. 



Customize Departments by Fund List  
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Click the “Pencil and Paper” Icon to 
link departments to each fund 

• All fund/department linkages from last year with line items entered in 
Form 1, should have rolled over. 

• Fund/departments linkages without line items entered on Form 1 may 
have been removed from the Customize Departments by Fund List. 



Customize Departments by Fund List  
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 Funds and departments 
(program accounts) need to 
be linked together in order to 
set up Forms 1 and 4A for 
departmentalized units. 

 

Check boxes to link 
departments to the fund 

Click “Update Record” when finished 



Customize Revenues by Funds 
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Select revenue code category 

Click to 
add 

revenue 

 Revenues rollover from the previous year 
 



Customize Revenues by Funds 
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 Revenue Codes and funds 
need to be linked to set up the 
Form 2. 

 

Check boxes for funds receiving the 
revenue 

Click “Update Record” when finished 

Choose revenue code 



Customize Debts by Fund List 

• Debt/Fund linkages should rollover from last 
year, unless they have been marked as 
retired. 
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Click the “Pencil and Paper” icon to link debts to the debt service 
fund. 



Customize Debts by Fund List 
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 Similar to departments and 
revenues, debts need to be 
linked to funds to set up 
the Debt Worksheet. 

Check boxes for debts to be 
repaid from the selected fund 

Click “Update Record” when finished 



Budget Form Menu 
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Click to edit  

Click to View 
Workflow Groups 

Click for User Guides 



Current Year 
Financial 

Worksheet 

Debt 
Worksheet 

Form 1: 
Budget 

Estimate 

Form 4A: 
Budget 
Report 

Form 2 
(Misc. 

Revenue) 

Form 4B: Budget Estimate, Financial Statement 
and Proposed Tax Rates 

 
Form 4: Ordinance/ 

Resolution 
 

County Council 
Review Worksheet 

Form 3:  
Notice to Taxpayers 

Budget Forms – Workflow Groups 



Current Year Financial Worksheet 

• CYFW – Shows snapshot of budget and 
financial standings as of June 30. 

• Line 1 – Current year approved budget. 
• Line 2 – Encumbrances (Appropriations 

brought forward to the current budget year). 
• Invoice 
• Contract 
• Purchase Order 
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Current Year Financial Worksheet 

• Line 3 – Additional Appropriation/Reduction    
(Jan. thru June current year) 

• Line 4 – Other Non-Appropriated Obligations 
• Line 5 – Total of Lines 1 thru 4 

• Total Approved Appropriation 
• Line 6 – Total expenditures per fund                   

(Jan. thru June current year) 
• Line 7 – Line 5 minus Line 6 

• Appropriation Balance 
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Current Year Financial Worksheet 

• Line 8 – Reductions planned for July thru Dec. 
current year. 
• DLGF must receive signed 

Resolution/Ordinance. 
• Line 9 – Total Line 7 minus 8 

• Estimated current year expenditures July 
thru Dec. 

 Line 9 amount will transfer from the Current 
Year Financial Worksheet to Line 2 of the 
Form 4B. 
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Current Year Financial Worksheet 

• Line 10 – Proposed Additional Appropriations 
July thru Dec. 
 

 Line 10 amount will transfer from the Current 
Year Financial Worksheet to Line 3 of the 
Form 4B. 
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Current Year Financial Worksheet 

• Line 11 – Levy Excess not Transferred prior to June 
30. 

• Line 12 – Temporary Loans outstanding as of June 
30 to be paid back by Dec. 31 of current year. 
• Need to know what Fund the loan came from. 

• Line 13 – Total of Line 11 and 12 
• Total outstanding temporary loans as of June 30. 

 
 Line 13 amount will transfer from the Current Year 

Financial Worksheet to Line 4A of the Form 4B. 
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Current Year Financial Worksheet 

• Line 14 – Temporary Loans outstanding as of June 
30 that will not be paid back by Dec. 31 of current 
year. 
• Need to know what Fund the loan came from 
• Emergency declaration 
• Signed resolution/ordinance 
• Report to the DLGF and SBOA 

 
 Line 14 amount will transfer from the Current Year 

Financial Worksheet to line 4B of the Form 4B. 
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Current Year Financial Worksheet 

• Line 15 – Cash Balance as of June 30 current 
year. 
• Cash on hand 
• Investments 

 
 Line 15 amount will transfer from the Current 

Year Financial Worksheet to Line 6 of the 
Form 4B. 
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Current Year Financial Worksheet 

• Line 16 – Taxes to be received from December 
Settlement. 
• Certified levy minus June tax settlement. 
• Circuit Breaker not taken into consideration 
• Information taken from the county auditor’s 

certificate. 
 

 Line 16 amount will transfer from the Current Year 
Financial Worksheet to Line 7 of the Form 4B. 
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Current Year Financial Worksheet 
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Formerly called 
“Line 2 Worksheet” 

Select Fund 

Enter data and 
save 



Debt Worksheet 

• Debt Worksheet captures the payments needing to 
be made in a 2 year period. 
• Last 6 months of current year (July thru Dec.). 
• All the ensuing budget year. 
• First 6 months of the following year (Jan. thru 

June). 
 

• Amortization schedules will be used to verify 
payments. 
• Trustee/bank fees should be added to the debt 

worksheet if they are to be paid from the debt 
service fund. 31 



Debt Worksheet 
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Select fund  

Click on the debt name 



Debt Worksheet 
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Select payments for 
each time period by 

checking boxes  

Data comes 
from Debt 

Management 

Save 



Debt Worksheet 
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Selected payments are populating each time period 



Budget Form 1 

• Budget Form 1 – Budget Estimate 
• Form 1 is divided into six categories: 

1) Personal services 
2) Supplies 
3) Other services and charges 
4) Capital outlays 
5) Township assistance (Townships only) 
6) Debt service 
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Budget Form 1 

– Details appropriations by fund and classification. 
– Each fund has its own Form 1. 
– The departments within a fund will have a 

separate Form 1. 
 “Totals by Category” both Published and Adopted 

Amounts will transfer from Form 1 to Form 4A into 
the individual categories for each department within 
fund. 

 “Totals by Fund” both Published and Adopted 
Amounts will transfer from Form 1 to Form 4A to  
Line 1 of the Form 4B. 
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Budget Form 1: Budget Estimate 
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Select fund & department  

Choose expenditure category 



Budget Form 1: Saving Amounts 
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Click  “Save” after entering your amounts 

 

Enter published amounts 



Budget Form 1: Adding Line Items 
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Select your sub-category, enter a line item code, description and amount  

Click  “+ ADD” button after entering your 
new line item 



Form 1 can be exported by 
the selected fund or all 

Budget Form 1: Exporting/Printing 
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Exporting/Printing the Form 1 
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Form 1 can be exported into  
Excel and other formats 

 



All published amounts, for all funds, can now be 
easily copied to the adopted column. 

Budget Form 1: Budget Estimate 
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Budget Form 4A 

• Budget Form 4A – Summary of Form 1 
• Lists appropriations by fund 
• If fund is departmentalized, lists 

appropriations by department within the 
fund. 

• Two columns: 
• Original advertised budget 
• Adopted budget 

 
Form 4A amounts are transferred from Form 1. 
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Budget Form 4A 

44 
Double check 

the totals 

Click to pull all 
data from Form 1 



Budget Form 2 

• Budget Form 2 – Estimate of Miscellaneous 
Revenue 
• Accounts for revenue other than property 

taxes. 
• Each fund has its own Form 2. 
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Budget Form 2 

• Column A is for revenue to be received July 1 to 
Dec. 31 of the current year. 

 
 Column A amount will transfer from the Form 2 to 

Line 8A of the Form 4B. 
 

• Column B is for revenue to be received Jan 1 to Dec. 
31 of the ensuing budget year. 
 

 Column B amount will transfer from the Form 2 to 
Line 8B of the Form 4B. 
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Form 2: Estimate of Misc. Revenues 
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Select fund  

Choose revenue category 

Revenues can be added/deleted in “Customize Revenue” 



Form 2: Saving Amounts 
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Enter amounts for 
both time periods 

Click “Save” after entering amounts 



Budget Form 4B 

• Budget Form 4B – Financial Statement 
- Also known as the “16 Line Statement” or 

the “Fund Report” 
• Shows financial snapshot for an 18-month 

period. 
• Provides estimated levy and tax rate per 

fund. 
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Budget Form 4B 

• Budget Form 4B – Financial Statement 
- Two columns: 

1. Advertised – Reflects budget, rate, and 
levy as prepared by the fiscal officer. 

2. Adopted – Reflects budget, rate, and 
levy as approved by the fiscal body. 

• Each fund appropriated or fund with a tax 
rate and levy will have a Form 4B. 
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Budget Form 4B 

• Line 1 – Budget Estimate for Ensuing Year 
  
 Line 1 amount should transfer from Form 4A 

“Totals by Funds”. 
 

• Line 2 – Approved Expenditures remaining for 
the last 6 months of the current year. 
 

 Line 2 amount should transfer from Line 9 of 
the Current Year Financial Worksheet. 
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Budget Form 4B 

• Line 3 – Additional Appropriations between 
July 1 and Dec. 31 of current year. 
• Estimated by taxing unit. 
• If Line 2 is not sufficient to cover expenses 

from July 1 to Dec. 31, an amount 
necessary to cover expenses should be 
entered on Line 3. 

• This amount is subject to DLGF approval. 
 Line 3 amount should transfer from Line 10 of 

the Current Year Financial Worksheet. 
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Budget Form 4B 

• Lines 4A – Temporary Loans to be Paid back by Dec. 
31 current year. 

  
 Line 4A amount should transfer from Line 13 of the 

Current Year Financial Worksheet. 
 

• Line 4B – Temporary Loans to be Paid back by June 
30 ensuing year. 

  
 Line 4B amount should transfer from Line 14 of the 

Current Year Financial Worksheet. 
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Budget Form 4B 

• Line 5 – Total Expenditures for an 18 month 
period (July 1 current year thru Dec. 31 
ensuing year). 
• Line 5 is the total of Lines 1 through 4B. 
• Line will automatically populate upon 

saving. 
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Budget Form 4B 

• Line 6 – Actual cash balance as of June 30 
current year. 
• Actual cash balance along with 

investments; NOT to be estimated. 
 

 Line 6 amount should transfer from Line 15 of 
the Current Year Financial Worksheet. 
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Budget Form 4B 

• Line 7 – Property Tax to be collected 
(December Settlement) 
 

 Line 7 amount should transfer from Line 16 of 
the Current Year Financial Worksheet. 
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Budget Form 4B 

• Line 8A – Estimate of Revenues to be 
collected the last half of current year (July 1 
thru Dec. 31). 
 

 Line 8A amount should transfer from Column 
A Total of Form 2. 

57 



Budget Form 4B 

• Line 8B – Estimate of Revenues to be 
collected for the entire ensuing year           
(Jan 1 thru Dec 31). 
 

 Line 8B amount should transfer from Column 
B Total of Form 2. 
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Budget Form 4B 

• Line 9 – Total Revenues for an 18 month 
period (July 1 current year thru Dec. 31 
ensuing year). 
• Line 9 is the total of Lines 6 through 8B. 
• Line will automatically populate upon 

saving. 
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Budget Form 4B 

• Line 10 – Difference between Expenditures 
and Revenues for the 18 month period. 
• Line 5 minus Line 9. 
• Shows property taxes needed to fund the 

ensuing year’s budget. 
• Can be a negative number. 
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Budget Form 4B 

• Line 11 – Operating Balance 
• Amount needed to maintain cash flow. 
• Property tax dollars needed to operate for 

six month less miscellaneous revenue. 
• Can never be a negative number. 
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Budget Form 4B 

• Line 12 – Amount to be raised by Property 
Taxes 
• Lines 12 through 17 apply to funds with 

property taxes only. 
• Add Lines 10 and 11 to get Line 12. 
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Budget Form 4B 

• Line 13A – Property Tax Replacement Credit 
(PTRC) 
• Applies only to counties that have adopted 

County Adjusted Gross Income Tax 
(CAGIT). 

• Replacement credit required for levy 
reduction. 

• Amounts will be provided to the county 
auditor by the DLGF. 
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Budget Form 4B 

• Line 13B – Operating LOIT 
• Applies only to counties that have adopted 

Local Option Income Tax Levy Freeze (LOIT 
Levy Freeze). 

• Replacement credit required for levy 
reduction. 

• Amounts will be provided to the county 
auditor by the DLGF. 
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Budget Form 4B 

• Line 14 – Net Amount to be Raised by Tax 
Levy 
• Line 12 minus Lines 13A and 13B. 
• Compare to the maximum levy. 
• In COIT and Non-Levy Freeze counties, Line 

14 will equal Line 12. 
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Budget Form 4B 

• Line 15 – Levy Excess 
• Taxes collected in prior year that are in 

excess of 100% of certified levy. 
• Credit applied to reduce property taxes 

levied for the ensuing year. 
• If a unit applies a value on Line 15, the unit 

should ensure that advertised and 
adopted levies are still sufficiently high to 
meet needs. 
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Budget Form 4B 

• Line 16 – Net Amount of Property Tax to be Raised 
• Amount of property tax needed 
• Same as Line 14 when no levy excess 

 
• Line 17 – Net Tax Rate 

• Tax rate based on each $100 of assessed value 
• Rates are shown to 4 decimal places (example - 

$0.0100) 
• Line 16 divided by NAV/100 
• Compare to current tax rates 

67 



Budget Form 4B 
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Select fund  

Enter Net Assessed Value for fund 



Budget Form 4B 
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Pull data from 
other forms 



Budget Form 4B 
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Manually enter data in 
lines 11-17 and save… 



Budget Form 4B 
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…or have the Gateway 
Calculator help! 

Enter the selected field and 
save   



Budget Form 4B 
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All advertised amounts for all funds can now be 
copied to the adopted column with a single click! 



Budget Form 3 

• Budget Form 3 – Notice to Taxpayers 
• Advertised online at least 10 days before public 

hearing. 
• No later than September 13. 
• At least 10 days between public hearing and 

adoption. 
• The fiscal body of the political subdivision must 

adopt with its budget a finding concerning the 
objections in the petition and any testimony 
presented at the adoption hearing. Failure to do so 
may jeopardize approval of the unit’s proposed 
budgets, rates, and levies. 
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Budget Form 3 

• Deadlines 
• Notice advertised online no later than Sept. 13. 
• Public Hearing no later than Oct. 22. 
• Adoption Meeting no later than Nov. 1. 
• Dates subject to change due to non-business 

days.  Review the annual budget calendar for 
official dates. 

• Required Information to be published 
• Date, time, and location of public hearing and 

adoption meeting. 
• Fund name, budget estimate, fund levy, 

excessive levy appeal, and current fund levy. 74 



Budget Form 3 

• Question to be answered when completing 
the Form 3: 

• Has the territory of the unit changed? 
• Annexations 
• Extensions of Services 

• This question will impact how the unit is 
handled for the purposes of online ads. 
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Budget Form 3 
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Click to fill in paragraph values 

Online advertising 



Budget Form 3 
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Your Budget Field 
Representative may be able 

to assist with obtaining 
maximum levies 

Fill in paragraph values 

Click “Update Record” when finished 

Question for online 
advertising 



Budget Form 3 
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Paragraph values are now completed 



Budget Form 3 

79 Pull from Form 4B or enter data manually 



Budget Form 3 
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Click to preview 
online advertisement 

Mark as                 
“Ready to Submit” 



Error Prevention Report 
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Click to view the 
Error Prevention 

Report 



Error Prevention Report 
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Click to view the 
affected funds 

Printable 
Error Report! 

Now checks for errors 
automatically! 



Error Prevention Report 

 
 
 
 
 

• Please check for errors before: 
• Advertising 
• Submitting the County Council Review Worksheet 
• Adopting 
• Submitting 
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Budget Form 3 
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Submit to fulfill 
online advertising 

Must be submitted at least 10 days before the 
public hearing, but no later than September 13.  



County Council Review 

• County Council is required to review and issue a 
recommendation for civil taxing units’ proposed 
budgets, levies, and rates for those units not subject 
to binding adoption. 
 

• County Council is required to review school 
corporations’ proposed levies and rates for those 
schools not subject to binding adoption. 
 

• Units subject to county council review must submit 
the County Council Review Worksheet in Gateway 
no later than September 1. 85 



County Council Review 

• Units with elected fiscal bodies are subject to 
county council review.  See next slide for 
library exception. 

• Solid Waste Districts, Conservancy Districts 
with appointed boards, Airport Authorities, 
Fire Districts, School Corporations, and other 
units that have appointed boards must have 
budgets, levies, and rates adopted by fiscal 
body. 
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County Council Review 

• If a library unit has a non-elected board and 
the budget increases more than the state 
growth quotient, the library’s budgets, levies, 
and rates must be adopted by an appropriate 
fiscal body. 

• If a library unit has a non-elected board and 
the budget does not increase more than the 
state growth quotient, the library board does 
the budget adoption and county council will 
issue a non-binding recommendation. 
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County Council Review 

• If the taxing unit fails to submit a budget for 
county council review, the unit is held to 
previous year’s budgets and tax levies 

• If county council fails to complete the review 
and/or issue a recommendation (as 
applicable), the county budgets are held to 
the lesser of the previous year’s budgets, 
rates, and levies or the proposed budgets, 
rates, and levies. 
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County Council Review Worksheet 
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Click to pull in 
values from      

Form 4B Or manually enter 
amounts 



County Council Review Worksheet 
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Submit by 
September 1, 2015  



County Council Review- Output 
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The County can view 
submitted worksheets here 



County Council Review- Output 
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Click to 
Download all 

Submitted 
Worksheets 

Printing before September 2 may result in missing worksheets 



County Council Review- Output 
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Click the Export Icon and 
Choose Desired Format 



Budget Form 4 

• Budget Form 4 – Adoption Ordinance/Resolution 
• Fiscal body adopts the Form 4, approving 

appropriations, tax levies, and tax rates. 
• Appropriations, tax levies, and tax rates for all 

funds must be listed. 
 Appropriations, Tax Levies, and Tax Rates should 

transfer from Line 1, 16, and 17 of the Form 4B. 
• Adoption date should be the same as shown on  

Form 3. 
• Attestation line applies only to counties, cities, 

and towns. 
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Budget Form 4 
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Click to fill in paragraph values 

Click “Update Record” 
when finished 



Budget Form 4 
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Home-rule fund budgets can been pulled from the adopted column 
of Form 1 or entered manually 

Values pull from lines 1, 16, and 17 of the adopted column of Form 4B 



Budget Form 4 
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Enter a voting  board/council member and click “+ADD” to save. Repeat until all are added. 

Cities, Towns, and Counties must attest. Cities will also add their Mayor. 

Review your Form 4 information and amounts and mark as ‘Ready to Submit’ 



Budget Form 4: Exporting/Printing 
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Print for adoption meeting 

Select Print/View in PDF 



1782 Notice Recipients  

99 

Select Add to save 

Phone Number (Optional) 

(555) 123-4567 

(555) 765-4321 

Mark as Ready to Submit 

Sign the form 



Signing/Submitting the Forms 
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Click to Submit 



Upload Budget Documents 
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Select file type 

Enter Description 

Select browse to locate 
your document 



Upload Budget Documents 
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Select your file 

Select “Open” to 
finalize your 

selection 

Select “Upload File” 



Upload Budget Documents 
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QUESTIONS?? 
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Gateway Resources 

• User Guides 
• Information Icons 
•                Training Videos 
 www.youtube.com/user/DLGFgateway  
• Email 
• Call 

 

105 

http://www.youtube.com/user/DLGFgateway


Contact the Department 

• Budget Field Representative: 
http://www.in.gov/dlgf/files/Field_Rep_Map
_-_Budget.pdf 

• Gateway: gateway@dlgf.in.gov 
•   Telephone: (317) 232-3777 
•   Toll Free: (888) 739-9826 
• Website: www.in.gov/dlgf 
• “Contact Us”: www.in.gov/dlgf/2338.htm 
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http://www.in.gov/dlgf/files/Field_Rep_Map_-_Budget.pdf
http://www.in.gov/dlgf/files/Field_Rep_Map_-_Budget.pdf
http://www.in.gov/dlgf/files/Field_Rep_Map_-_Budget.pdf
http://www.in.gov/dlgf/files/Field_Rep_Map_-_Budget.pdf
mailto:gateway@dlgf.in.gov
http://www.in.gov/dlgf
http://www.in.gov/dlgf/2338.htm

